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Raodh A PV agting Depuby Dirsctor (Aduinistration)

SUBSEST - ¢ Issuance of Resords Hanagewent Bulletlns

le 8% the conclusion of the Hesords Management Training Crogrem
in Bay of this yesr, I discussed with the Chief, %egulations Conirel
Steff, my iden of issuing informotion bulletins pericdicaliy teo Arsa
dnnords CfTicers. The purpose of these bulletine is to give those
persons designated by their respestive offieces as Area Hecords Of{%-
cars information and guldance whisch will sssist them in the installew

tien of & Hweords Hanegewent Program in sccordsncs with ths standards

prepared by tbhe Gueneral dervices Office,

2. It was sy understanding that this ides was sgreeabls and,
since the bulletins were limited in scope and periained enly te tie
decords Bansgewent. Program, we went ahead with the Lssusace of geverai
bulletine. Copies of the first four iseued are attached as Lxhibits i,
B, Cp and D, b bave sleo prepored drafis of twe additional bulletins
wirieh we would like to lssus as soon a8 possible Lo order to pub before
the irsa Resords Officers information thet tley need to go ahead with the
installation of the program.

Je Aach of the tulletine is based on policy or regulsbory mate-
rial that ls alresdy cosbained in Agency regulstions. Sulletin Ho, by
for instance, pertsins Lo Lhe preservation and destruction of records,
The regulatory materlal on whieh this bulletin is based i3 contaiped
in present Agemcy Hegulation| | and Reguiation ril

I b
he The Departwent of the Navy, whieh is recognized se baving

bhe most effsctive decords Houagewent Fregram in Covornnent and in

iodustry, has found $hat Lhe publicstion of an inforsmstive cowsunloaw
tlon giving currsat idess ic the Aecords Menagement field is one of
the best weans for stimuisblng intereet aud progress. Attached is

8 copy of one of the publications Lesusd by the Departwent of ihe
Havy, dxhibit H. : '

5¢ 1 am in cumplete agroemsat thab any Agessy issuance which
contalng regulatory or polioy seterial should be issued as » regulaw
tion, notliee, or hendbook. On the other hand, 1 4o not beliove bhat
the type of material $hat we propose bo isciude in the fweords
P48 Or svck a mature thele GRE APsuance

Hanagumant mm 19 0
should be pppfBebabi¥ favh

®e by the hegulations Jentrol staff.
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6. 1In ascordence with uwy uaderstanding with you, all future
bulletine on the Reeords Hensgemend Frogram will be cleared with
Jyou prior to thelr lssusnce, As indicated previously, these bulle~
tins will be Limited in scope snd will be distribvuted only to the
2, Ares Hecorde Cfficers. :

SIGHED

| - STAT
Chdef, General Jervieds (ffice

Abbachsants N :
Bahidbit A. Hec. Hgb. Bulletin 71
Bahibit B. Zec. ¥Hgt. Sulletin 42
Exhibit C, Ree. Ngt. Bulletin /3
Sxhibit D, Gee. Hgbt. Malletin #4
Gxhibit 8. Dept. of Havy Publieation -

Distribution: ,
Orig. & 2 - Addressee
2 - Gen. Serv. Off,.
Ll - Hec., Serv, Di.v._/

GSO/LGC:am (25 September 1953) ’
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m-.azmmzslm& ciierresrrenave PRROOMEEL MEPUS. . v erar i

L GEBEGAL |

This hegulat;on governs the estsolisiment, maictenance, sid use of official

personpel recards of all stell cuyieyees and stafl agepts of CIA) it siso

presoribes the contiinuling Or noyma. mmm stabisticel reports, esseat.sal

for Ageney sduinistration. mi.um;u.. persopnsl recends for wia}. Ppurposes

gre doncussed 0 other Reguiaticone in this sexries. |

2.  PULICY

6. Uifieial personnal recorde will be mmictained by Sue hrs&w; Gifice to
provide Gete and information conaidersd mecessary Lo support sand issilitate
the sdulaistratics, wanagecect, plamsizng, and eontrol of persounel ac-
tivities of the Asenuy. .
The Choeis of the mejor components withia tbe O0ffices of the Deputy Di~
recbore, the Direster of Traiunimg and tno Asaistest Direstor for Com-
panicubions sey eutborize the use within their componsats of Optilosal
sorn Bo, smployee hecord Card. Lo provide pecassary iuformstico ior
initieting end rocording perschnel act.cas, recordin; pesemal queli-

£ ieatonng &?‘a&?ﬁ%!"gm‘ bhth,d 7or noting sommesdsticns, reprimends,
i
, SECHETY ’
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aod otber pertissat matters.

3o ESPUGOLBILYTIES

8. Te Assictast Director (Perscisel) is responsible for the establietsent and
maintenance of otficisl personnel yecards, as provided in perserephs Y
el Lo velow, sed fur the preparstion wnd dissemination of persennel reports
88 pruvided o peregreph 6 Below.

b Tue Chied, Genere) Services is responsivie for providing mechime records
service for L reconding eid reporting of perscenel) informetion in eoe
cordance with the provisions of this Regalation.

€. Ufficials wio ere yespoveilis for the initistion of persconsl sctisme are
rosponsible for ascertsinicg wmd reporting chenges in the perscoal status
of exployees under thelr jurisiiction to the Persconel Office o, a8
_ammw,wmmzwm,mmumwtxu.
They ere alsc responsivle for fumishing records of offieisl personnel
informaticn concerning employess .nder thelr jurisdiction to the Personnel.
Gftice for 'immma in the official persondsl folder for the iadividuel

4.

a, OFFICIAL PEROONSEL FOLDER

{1} Tue Personnel Office will esteblish, mmintain, and coutyol the caly

official persoroel folder for esch staff eployee and staff agsnt of
the Azauly. This folder wili comtain adl offisial ducuments pertain-
1ng o the individual's ewployment with the Agency, suih as the
following:

2

Fad W ?I}Waﬁﬁ'ﬂ KLY,

3y _JECESSARY.
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Securily Iuformstion & |:|
WL

Appllcation and apgedstment documents;
Heporte of perscroel actiong affecting the ilodividual;
Tecopds mmm prior Fedewnl service and ivil Sexvice gtatus;
Corremponderce, mesoreade, aid other non-cpersticnel meterial
relating to the exployes's service with the igency, inclufing
persoanel evaluation reportes, letters of comaendaticn, wamings
uf unsetisiectory perioruance, ebo;
() Valld qualificstion records smh as Form ¥o. 37-15Q, Perscmmel
wualification Guestionneires.
The Chiefs of the major components witbin the Cffices of the Deputy
Firectors, the Direstor of Truinimg, end the Assistent Director for
cormnications or thelr desigmes: usny request and bave nads avuilebie
W then the official perscnnel folders of explayess wnder tbheir
Jurisdiction. Officers desigmated to roguest persconsl folders
will have the status of brench chisfs or higher. Sexes of inddviduals
deslpnebted to reguest officisl persommml folders will be roported in
writing to the Assistant Director (Pursomnel). For administretive
and seourity reasons, su wployes's Ffolder will not be referred to
any ciser major conponent, oo indicated mhove, without prior hnowl-
wge of the head of the major cogponent to which he 18 ssaigned.
Usficials vaceiving persommel falders are respongible for keeping
thes intact end returning ticsn to the Persconel Uffice witidn @
. reascneble time, generally witiin S vorking days. 5o documest will

Mmoo Gl fw sf""f
& 4 s Yol

h,au? ST L
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be included in or reacved from the officizl pereocnal folder vithe
out prior sithorieation of the Assistsnt Director (Personnsl) oF
hig desigoes. Documents to be ipciuded in personnel folders will
be forwerded tc the Perscsnel Office for spprcpriate seyeening snd
filing, In ovder to stemferdiss control over the trepamittal sed
wmmmwmumrm,mﬁmn 519
end 51-10, Houbing and lecord Shest, will be used to youte persomoml
folders. Form do. 37-Lih, Charge-Out Comtrol Porm, snd Form lo.
(~1Tha, Charge-Oat Recomd, will be uged by the Perscunsl Offies os
{4} ofricisl persommal foldeys for mwplayees who lesve the Agsacy will
be digposed of es follows: |
(8] The folder of & former Ageney eoployes who enters on duty with
another Federal egeucy will omdinarily be transmitted to the
salning agency upan pecaipt of en official request for his
recard, In euch cases, all classified and seusitive decumante
will be removed fyom tie folder and all temporery doswnents
 withdvesn. If the falder records s period of igenay employeect
on upvouchered funds, the gaining Agency will be fumpished, in
lien of the officiel nerecunel folder, a letter sewarising
tie 1pdividual's Agemey euplaymest in sterilised forwm. Doou-
mots pertalning to the espioyee's prior Federal serviee will
ve forvarded to the galning sgency even though CIA sexrvice is
b
o mes wq _‘{"W BECRET
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25X EQ'I:'

Teparted in lettes 'ﬁ’ﬁm.

{b) The folders of obuer employses leavirg thic Agency will be
screensd to delete references to psewdonyrs and to eliminete
Guplicate mgterial. These folders will ve retuined i the
Personnel (ffice for G yeew following the ex yea'ls sepore~
tion and then fommrded to the Agency Fecords Cester for

rlance with the Agency's records sdmintetration
progruc.  Inective resgrds will be svailsble to sgey efficials
upon request to the Fersonnel Office.

BEFVICE SECORD CATD (&¢~T)

(1} Gtendard Form 7, Service hecond Card, will be esteblished by the
Pergonnel (fficc for each T esployee and staff sgeat to serve as
& suasary record of all persctuial scticus affecting the individusl snd
a8 o suspense reowd for Uie processing of periodic step-incresses,
personnel evalustion reports, eb.

ie} Service hederd Uards will be used Ly Lhe Pevsuonel Gffice a8 the
‘basls for position imventory records maimtained i sccordance with
coproved Tables of Urgenisstion.

EWPLOYEE SECCRU CAKD {OF-bb)

{1} In tae intevest of uoiforsity, the Personnel Sffice will speist the
viiefs cf the major cosponents within the Offices of the Deputy
Uiregtore, the Director of Training, and the Aszistent Divector for
Commatications in the establistment and mainteoence of Dmployeq

(RN S G Yo | 2
fiy s AR ¢ t ﬁ};g, .
; - St EXN ':';x e PR -y ‘;"‘ N " ' W - L
PN d .,r‘,‘;‘“\cﬁ.,/‘; L’I’ io

SR MELISSARY.
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| Regord Files, utilizing Opticnm)l Forw by, Emplayee Record Osrd, in

‘acoordance with the folicwing general instructione:

(a) ﬁw.weﬁiwﬂuwmwwaaﬁm
each; new eployee snd forwad it to the component conosrned when
the individual esters on Guty. |

{t) Subsequent cutries om the Inployee Hecord Card will be mede by
form 50, Notification of Perseunel Action (or Standard Form 52,
hequest for Persomnel Actiom, used in lieu thereof), and otoer
sppropriste documents. |

e} ployes Record Cands for euployees tremsferring within the

' Agency will be transfewsed to the saining compouent. Imployeo
| Secord Cards for employess lewwing the Agescy should ve destroyed.
de  REQUESTISG AND REPORTING PERSCIRILL ACTICNS
(1) request for Persotnel action (5r-5@)

ftandard Form 52, Request for Persoomel Acticn, will be used for

requesting sy official personnel sotion, such a8 recruitaent, sppoint«

ment, aud promotion., instructions for the preparmtion end routing of

Stendard Form 52, Request for Perscopel Action, will be issued by the

Fersonnsl Office in the form of an Agensy Handbool.

(2) rotificetica of Persommel Action (BF-90 or 8F-58)
Standard Form 50, Wmmﬂfwm,m-&mw
record spproved ections aifecting perscnnel pald from vouchered funds.
.

e rm et A
A AFen AT S

' N ARTIN KEDIRYASE
Approved For Release 2006/04/13 : CIA-RDP70-00211R000900030040-4 .




——

- Approved For Release 2006/04/1%&C‘££RDP70-0021 1R000900030040-4
. . Ty

Becurity Infosmption R
PERBORREL

o le%l | ' | . feptesber 1953
. Wo. '
25x1

Do

8w

b.

So

 Standard Yorm 58, Veques for Persoansi Action, will sexve ss the

fuids. Both of these forns, o used as the official repcrt of an
appToved action, wARt be suthenticeted Uy an offistal ithorized to
et e appointing officor.

PRRAOREL IRFORMARION CARD (FORM MO, 37-8)

Form Bo. 37-G, Personoel Infommtion Card, will be used far yeporticg sod

recording inforwetion relating to changes in the perecnal status of Ageucy

mﬁm«miwmpm

' The Mechine Records Branch, Geseral Services Office, will maintein a smsber

VA

\miﬁwmmmaﬁawmwmrwmu

Zollows: |

{1} 7o facilitate the emergency plsnning peogrem of the Agency)

{(2) To aid 1o tbe preparetion of the Agency telsphone divectorys

(3} To provids an inforiation file reflecting the curredt home address
and telephone maber of each employse. |

OFFLCE PLREONMEL THPORMATION FiL:

The Chtefs of sajor ecnponents within the Offices of the Depely Directars,

the Director of Traising, end the Assistent Director for Coommpicsticos

will selstais files of duplicate Fersounel inforsmtion Cards on exployess

undey their jurisdicticn. These cards will be furnisbed to the wppropriste

‘% e A AN TR 'ﬁ@‘\"
s b 3G {: M g

Bt Tl N o
o . a
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Becurity information R 25X1
25X1 ) _ o FPERSOMRRL
component oy the Hachine hecords Brooch, Gemsral Sesvices Office.

de GDUGTING CHANGES IN PRRSONAL GLATSS

(4§ .ach employee is respangible for tsmedietely reportin: sy change in
porgcoal status to the appropriste administrative oificer,

{2) Ir the changs affectu any ites recorded oo Form Ho. 37-0, Personbel
informetion Cerd, tue sduinistrative officer will indicate the change
up toe card for that lmdividusl in the Persoacel Informetion File of
vzmwwsmmmmmmmmmmwam,
General Services Uffice, for sdjustoent of the master cerd. A pew
vara will be returned o the laitiating component by the Nechine
iecords Branch,

(31 The "remarks” section of Form Ho. 37-5 will be used se followe:

() Zo indicate the remson for the chauge 1t reporting @ name change;

{5) o report trensfer actions. This report of chenge is initiated
<y the former office to report the name of the galning office and
the elfective date of the cimnoe in capes of trengfer within or
between offices or funds (vouchered end uwvouchered);

ie) To report resigmaticn by tue notation "yesigned.’

ey Cartain chonges require ecticu and recording in the Perscnpel Offics,
iz addition to suumission of Form ¥o. 37-5 to the MNechine Kecords
Urench, (eperel Services (ffice, tie following chenges will be reported
%o the Perscumel Office as indicated:

Le} »w‘ni“w_z - repoyt on Standerd Form 52, Fequest for Personnel
SBCRET PO
Approved For Release 2006/04/13 : CIA-RDP70-00211R000986050020 -4
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25X1 . ’
Astion, ia eccopdence with instructions isgusd by the
ILLEGIB :

Persommel (Flice,

19} Lounge of merital stebus: weport on Farm Ho, 33-1, Perscaal

#istory Btetesect, prepared in duplicste. Appropriste portions

of the following eeciiong ghould be completed: 1A, 3, &, 5, 9,

10, 11, 26, sod 28.

‘aange in Geeignstion or sddvoss of the perscn to be notified in

cage of emergency: Paport by sseorendun signed by the employee

wrweam?mlmm&mm

sdudintetretive cheannels.

FERSOHEL REPCRTS

HECURILY CUMBIDERAFIONS

e Jollowing geoerel principles will Ye spplied to sssure contzol cone

Sistent with owrrent seourity requirements pertaining to e uge and

Gigpenination of porscmmel information within the Agency.

(1) Gtatistical data reporved im the Monthiy Pereounel Stetigtiosl Reviews,
Wbm,wwwmmwmwwwmw
- staff employees, staff ageots, militery personnel, civilisn perscnnel
on Tormel Getail and sgpolited)consultants. Costractual personsel
(mmmmammmmww)wm
be ineluded,

(2} otatistical date concerning contmmetusi personnel (United States

Oy
&
Va7

nxumgﬁmigu{m pereonnel) will be reported culy to

Approved For Release 2006/04/13 : CIA-RDP70-00211R000900030040-4
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1ty Inforvation ] 25x1
i |
25X1 . officials specifically mhoriud to yeseive such information.

(3) mswdmtmmwmuwmm
gemerel pase listing of peresnoel. Specin) nmie listings including
| cither of these categories vill be nendled as specizl reports snd
will be dissesdinated only to offcials specificelly authorised to

_ receive such informstion.

(4) As @ gonerel yule, requests for data portaining to persmnel ot unber
jurisdiction of the reguesting officisl yegquire the syprovel of the
wwwmm@mmwaf@mwmmmmm
fwrwm;memwmw

i%. VOMPELY PERSONNEL STATIOTICAL REVIEN (MPSR) |
. Yne Personnal Office will prepare Mesthly Personnel Statisticsl feviews
reports will be distributed ag foliows:

{1} WWWWiMMwWimWW
figuves vill be distributed ouly to the Deputy Director (Administration)
' and such other officials ss are specifically demignated by him to
recedve the Agency revcrt.

(2; vionthly Persoumel Statisticel reviews containing date for the
compenents under their respective Jurisdicticns will be distribated
%o the Daputy Directors, tue Pirector of Training, end the Assistant
Director for Comunicetions.

§3) Hontuly Personnel Wiml raviews will be prepaved for
. 3 ‘\‘, A 35
SACRER . ;";;-j-;‘ A RLIAT Y GRAY

AL 4 H “ﬁ'ﬁ W:E h&gi": {«)
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AMatrioution oo or sbout the @0t: day of the ponth following the
&xi m:f/ha;m%h covered By the repori.

(%) An avuatYemhary of the Heptisy Persomel Stetistical Reviews
ILLEGIE peporting over-all Agency fijures will be prepared hy the Pursonnel
“Tfice for distritution ss sppwoved by the Deputy Direster (Ad-

wiciytrabion).
EPECIAL BIATIBTICAL VEPORIS
Hegqueste for statisticel daste or sualyses not included in the iontsly
Personnel Stetisticsl review will be subzdtted for sgproval of the Assistant
Dlrector (Perecnnel) in accordance with the following:
(1} iwguests for securring repurts
The Deputy Directors, the Direstor of Tradning, aud the Assistent
Zirector for Commmications will mmrove requests for resurring
reports initisted in their Gffices.
‘equests Tor monrecurring seports
' The Deputy Directors, tos Director of Traiming, sod the Assistaat
Director for Communications will agprove requests for nonrecurring
| reports except whom the roquested duts partedns oaly to perscunel of
ve subuitted hy the Chief of the component concerued directly o
| the Assistent Direcbor {Persornel).
d.  UNGTATIOFICAL FEPORTS

p- 7 T

\ c e P TR S WA
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PERECHICL
Sepmtber 1553

naduye, such es mechine listings of persinel, T/0 position listing,

seevputionsl eod gwalificstions date, stc., will he smibaitted to e

Assistant Diseetor (Pureconel) for sppyoval in eccordence with tie

following:

{1} whon the requested dsta pertuing $0 & cwponent othex than the

| roquesting ocponent, tae requegh Tequires the prior sgproval of the
Deputy Director, the Director of Treining, or the Assistamt Lirector
for Commmicstions, cmomyped. IO the reguested dsta pertains o
mem.-mWMwW:uw
sbovo, eod Torverded 1o the Deputy Director, the Director of Training,
or the Assistant Director for Omewnications, bawing jurisdiction owes

{2} requeste for recurring reporte of this type yeguire the spproval of
tie Duputy Director, the Birector of Tralsing, or tae Assistant Director

for Comsmicstions, concernad.

{3) If the request is for s nourecurring repoyt and the date reguested
WWWWM&@W;WWMM&W
dlrectly from toe Chief of the major cospenent within the Offices of
Uirector for Conpunissticas, coocurned to the Assistant Lirvector
{Pevgommel ).

{k} approved machine record reports will be trassmitted to the requestiag
affice through the Assistent Director (Peveomnal). Such reportis

w;vg\agﬁ ~“’m

in’v

Sl
P
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w1l be s uonted as agpropricte with dats fyun otler official
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